
Actual Expense Lodging 

  
Introduction  This guide provides the procedures for using Actual Expense Lodging on a 

travel claim in TPAX. 

  
Computation 

for AELP/  

Super AELP 

Computation for AELP:  

(Lodging Rate + M&IE Rate) X 150% - M&IE Rate = AELP Limit (round 

to nearest dollar). 

 

Example: ($110.00 + $59.00 = $169.00) X 1.5 - $59.00 = 194.50. 

AELP Limit = $195.00 (rounded to nearest dollar). 

 

Computation for Super AELP:  

(Lodging Rate + M&IE Rate) X 300% - M&IE Rate = Super AELP Limit 

(round to nearest dollar). 

 

Example: ($110.00 + $59.00 = $169.00) X 3 - $59.00 = 448.00. 

AELP Limit = $448.00 (rounded to nearest dollar). 

 

 Continued on next page 

  



Actual Expense Lodging, Continued 

  
Procedure See below. 

 

Step Action 

1 In this example, we will be getting $110.00 per diem for lodging and our room 

will cost $140.00 a night. 

 

 
 

  

 Continued on next page 

  



Actual Expense Lodging, Continued 

  
Procedure, 

continued 
 

 

Step Action 

2 Log into TPAX and select the TONO.  From the Description tab, click Next. 

 
 

  

 Continued on next page 

  



Actual Expense Lodging, Continued 

  
Procedure, 

continued 
 

 

Step Action 

3 Select appropriate Quarters, Mode of Transportation, and any Miscellaneous 

boxes that are authorized.  Select Commercial (full locality per diem) and Actual 

Expense Lodging Plus (150%) in the Messing section. Click Next. 

  
 

NOTE: Do not select the box for Actual Expense. This is for specific 

circumstances and choosing this option will remove all Meal and Incidental 

(M&I) entitlements. 

NOTE: Super Actual Expense Lodging Plus (300%) is not used because it is 

not found on the Method of Reimbursement drop down in the next step. 

  

 Continued on next page 

  



Actual Expense Lodging, Continued 

  
Procedure, 

continued 
 

 

Step Action 

4 On the Itinerary page, the Method of Reimbursement defaults to LDP-Lodging 

Plus and this should always be changed. 

 
 

5 In the drop-down ALWAYS  choose AELP ï Actual Expense Allow Lodging Plus. 

 
 

  

 Continued on next page  



Actual Expense Lodging, Continued 

  
Procedure, 

continued 
 

 

Step Action 

6 The AE % box appears and defaults to 150. Enter the Daily Lodging Cost and 

the Lodging Tax from the hotel site or receipt. 

 
 

7 Finish the claim itinerary and select Accept Leg. 

 
 

  

 Continued on next page 



Actual Expense Lodging, Continued 

  
Procedure, 

continued 
 

 

Step Action 

8 Click Accept Changes. 

 
 

9 On the Itinerary tab click Accept Changes. 
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Actual Expense Lodging, Continued 

  
Procedure, 

continued 
 

 

Step Action 

10 This is important. Always click on the CALCS part of the Trip to verify that the 

amounts are covered. 

 
 

11 We see that the Room rate falls under the $195.00 cap for the 150% lodging rate 

and that the taxes are also covered. 

 
 

 NOTE: If the lodging amount exceeds the 150%, The AE% can be 

adjusted/edited, but not to exceed the 300% government limit. 

   

  


